Citizen Access Adding Delegates

1. Open your web browser and navigate to
https://my.lincoln.ne.gov/CitizenAccess/Login.aspx

2. Enter the email address and password you used when you registered for your account. If
you have not registered previously, click the Register Now button.
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Once you are logged into Accela Citizen Access, click the Account Management link located
at the top right corner of the Building section.
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You are now logged in.

What would you like to do today?
To get started, select one of the services listed below:
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Lookup Property Information Search Applications

Search for a Licensee
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Schedule an Inspection
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ncoln. ne.gov | Accela - Windows Internet Explorer

4. From the Account Management screen, click the Add Delegate option listed under the
Delegates section.
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User Name: Online User
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555 5 10th Room 203
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jnider@lincoln.ne.gov Inider@lincoln.ne.gov
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Password:
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Add a License button. Your professional license(s) may need to be validated by Add a Deleqate
the agency before you can use it
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justin Meyer (jimeyer@lincoln.ne.gov) View Invitation U
Add a License » Invitation sent on 12/20/2012
Add a Li
e Add a Delegate
People whose account | can access
None
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Enter the Name and Email address of the user needing delegated access to Citizens Access.
Select the permissions that you would like the user to have. You can also add a personal
note for the recipient. Enter the Captcha text and click the Invite Delegate.
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The user will receive an invitation. Once accepted, the user now has the rights delegated
until they are altered or removed.
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